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All student and activities requests are subject to the authorisation of Hallam Union Staff - NO booking will be allowed unless the appropriate Staff member has approved your request. Please ensure that this form is signed by them before requesting room hire. Please ensure the details you provide are accurate.
	Club/Society/Group 
	

	Title of Event
	
	Start Time
	

	Date of Event
	
	Finish Time
	

	Organiser Name
	
	Access Time
	

	E-mail Address
	

	Student I.D No.
	
	Tel
	


Help us to save the planet by being specific with your access times.
This will allow us to save energy by reducing our carbon emissions.
	Number Attending: Min
	
	Max
	
	Please give approx number of children under 16
attending event (if applicable)
	



Rooms Required 			   								
	Room Type
	Layout (See attached document for examples)

	Either Pod A, B, C or
The Eye
	

	
	

	
	

	
	



	Description of event (e.g. workshop or talk, and subject)
	 

	Name of speaker(s) and their affiliations
(if applicable)
	



Other Facilities
	Do you require the use of a Union laptop?
	Y/N
	If yes, have you signed the liability sheet?
	Y/N

	Do you require a bar?
	Y/N
	If yes, what times:

	Do you require lighting, sound or a projector?
	Y/N
	If yes, please detail:



	Do you require any tables, chairs or a stage?
	Y/N
	If yes, please state how many and layout in the Room Required section of this form



I have read the guidance notes attached (please tick)  
        
	Signature:
	
	Committee Position:
	

	Date:
	
	
	



	For all student and activities requests, this section must be signed by the appropriate Staff member before this form is submitted to room bookings.
Please note your booking will not be confirmed without this authorisation. 

Approved by _________________________________

Date _________________________________________
	For Office Use Only - to be completed by room bookings

Approved by_______________________________

Date ____________________________________



Room Booking Guidelines for Students

· If the space is not used at the time of booking the Union reserves the right to cancel future bookings and will then only allow singular bookings at any one time. The person who booked the rooms will be notified by email and phone. If the society improves with future bookings this decision will be reversed at the Union's discretion. 

· Only committee members may book rooms, and contact details must be submitted to the relevant staff member in The Activities Pod.

· Room bookings can be cancelled by the Union at any time and notice will be given to the person who has made the booking via either telephone or email. Where it is necessary to cancel/change a booking, as much notice as possible will be given.

· An internal booking form needs to be completed for every booking and this need to be done through the relevant staff in the Activities Pod.

· In periods of high demand a maximum of 2 hours per session and a maximum of 4 hours per week per society will be allowed to be booked in. This quota system is to allow every society an equal share of Union space. Extra time will be allowed at the Union's discretion.

· If you require a bar or security then you must contact the appropriate person, listed below.  Neither the Conference Administrator nor Activities staff can do this for you.  Booking a room is free of charge to societies, however, use of a bar or security will usually carry an additional charge.

Events - Bar/Security Requirements

If your event is a large scale one-off event, please contact Andrew Farmer (a.farmer@shu.ac.uk or 0114 225 4154), no less than 14 days before the event, with any requirement request.

If you are making a regular booking and you require either a bar or security, please contact Phil Brown for bars (p.a.brown@shu.ac.uk or 0114 225 4893) or Andrew Farmer for security (a.farmer@shu.ac.uk or 0114 225 4154) no less than 7 days before the event.

Please note:  These requests can only be booked through the individuals named.  Staff in the Activities Pod and Reception can not book these in for you.

Tech Requirements

For any tech, lighting or sound that you require, please contact Jamie Everington at j.everington@shu.ac.uk.

Room Layouts: 
Standard room layouts (suggestions only):

1 Conference Style:
Set out in rows with a central aisle – width to accommodate wheelchair access if required.

2 Cabaret Style:
Tables set out with seating up to a maximum of 6 per table. 

3 Classroom Style:
Rows of tables with one seat per table.

4 Boardroom Style:
Rows of tables set out in a rectangular style with seating appropriate to the tables.

Please indicate in the boxes above which layout you prefer and the number of people per room.  If you wish to have your own room layout, please give a detailed description below (or supply on a separate sheet with a diagram if possible).
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